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ABSTPJ^CT 

This guide suggests ways to improve communication 
skills for those individuals just starting out in the business world. 
The guide offers advice froo an aDundance of sources condensed into 
easy-to-follow lists on the subjects of: (1) dress tips for men and 
women; (2) introductions; (3) leraembering people's names; (4) 
conversational techniques for business; (5) conversational topics to 
avoid; (6) using bc^ily language for personal advantage: (7) giving 
instructions; (8) diffusing conflict and maintaining good rapport; 
(9) coping with job tension; (10) appropriate behavior at meetings; 
(11) ensuring a raise; (12) setting up a network; (13) moving up by 
networking sideways; (14) establishing a contact base; (15) expanding 
a contact t^se; (16) obtaining and using referrals; and (17) 
following up on meetings. (SG) 
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£BEE&£E 



Welcome to the Flight to Su«;^. Ourfllghttoday will comprise of a 
takeoff, s^ltlzation phase, and will ultimately land Into new horizons. The 
flight attendants for the Flloht to Suceegg will first you to your gate 
and show you the runway to personal success. 

Now please direct your attention to your flight attendant as he gives you full 
instnictions on how to use the Rioht toSufflsoss by following the table of 
contents and tells the story of how It got off on the ground. 

So sit basM, get comfortable, and prepare for takeoffll 
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INTRODUCTION 



PURPOSE OP THIS BOOK 

The purpose of this tooklet is to provide the reader witii tips to personal 
succ^s XtM can be ac^^ess^ vM\ ease. This lK)ddet is a (xmibined group 
effort to aid in tiie achievement of personal success. As students of 
Business and Professional Communications, our education has been 
focused towards communication in a business setting. We have realized 
the need for a guide to personal iDehavlor patterns and proper business 
etiquette. 

HOW THE BOOK IS STRUCTURED 

This bod^let is structured to be used as a quid^ reference. It cx)ndenses an 
abundance of matedai into 17 easy-to-follow lists. An analogy has been 
made between the p^Oh to suo^ss and an airplane flight. We have applied 
the ^eoff, ^abilization, and landing in new horizons phases. These tiiree 
phases are a)rrelated to the early s^es of our professional careers. 

THREE PHASES OF YOUR FLIGHT 

The first phase, tal^eoff, is designed to prepare ttie reader for entry into the 
business world. Topics discussed indude appropriate dress, introductions, 
and name recall. Becoming familiar with these lists will give you a good start 
in business. 

The second phase, stabilization, ^vers general business practices which 
will be require of tiie reader in a place of employment. Lists In this section 
include conversational techniques, body language, giving instructions, 
difhising conflicts, and maintaining gocKl rapport, just to name a few. 

The third and final phase of our flight, landing in new horizons, considers 
topics that will be appllc^le ^er the reader is established in a pla(^ of 
busine^ and ready to move forvvard in their careers. Insuring a raise and 
developing networks is the focus of this section. 
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TWENTY DRESS TIPS FOR MEM AMD WQMgN 



MEN: 

1 . Choose a conservative tie of fine design. 

2. Choose a suit nnade of wo(M or poly/Wooi iDlend. 

3. a freshly pre^d, button down shirt bi taditional white. 

4. Be conventional. Understand ^e norm and acc^t It. 

5. When (loosing a t»1e^e, choc^ a o^lor that is neutral and 
coordinates witii many of your outfits. 

6. Do not wear ^}orte Jackets. 

7. Do not w^ a jadcet witii oversized shoulders. This tends to look 
unprofessional. 

8. Do not wear su^enders when wearing a belt 

9. If wearing a uniform, keep it clean, neatiy pressed and dont fasten 
somettiing to the fabric that will make you look different from tiie others. 

WOMEN: 

1 0. Choose a crisp suit in a wnnkie-free fabric, preferably wool. 

1 1 . Choose a skirt which is knee lengtii or longer. 

1 2. Ch(K)se accessories tiiat give your suit a polished look. 

- A string of pearls, small gold earrings, and a bs^ which matches 
your shoes. 

1 3. Choose a simple haii^le tiiat is neatly groomed. 

- Eliminate ^^n^ styles. 

- A conservative style is preferred. 

14. Wear shoes witii a moderate heel. 

- Choose tiie heel according to your height and desired comfort. 

1 5. ChcK)se solid stoddngs of a ^nsen^tive color. 
-Avoid stdp^, dote, lace and offensh^e colors. 

16. When closing a briefcase, choose a color tiiat is neutral and 
coordinates witii many of your outfit. 

17. Do not wear floral suite unless appropriate in your workplace. 

18. Do not try to dress like your male associates. A skirt does not express 
inferiority. 

19. Do not wear too much perfume. 

- Use a sc^t to compliment your personality, not overpower it. 

20. if wearing a unlfomn, keep it clean, neatly pressed, and don't fasten 
sometiiing to the fabric tiiat will make you Icok different from tiie 
others. 

2 




8 



EtGHT TIPS TO REMEMBER DURING IMTRQDUCTiQMS 

1. ln&odu(^ a lower mnking person a higher ranking pe^on. 

2. IntrcKJuce a younger person to a <^ier person. 

3. A man is presented to a wormn unlei^ he hs^ h^her prestige. 

4. Anyone intrnKluc^ to another per^n shouki s^nd and shake hands. 

5. Grasp tiie persons hand firmly while making eye a>n^ct 

6. Use a courteous greeting. 

7. Be prepared to shake hands with anyone you meet. 

8. Show good manners by standing to greet anyone who c^mes Into 
your office. 



SEVEN TIPS TO REMEMBERING SOMEONE'S NAME 

1. Repeat the name when inbt)duced. 

- Try. "I'm please to meet you Mr. Smitfi." 

2. Do not be afraki to ask someone to repeat tiieir name if it is unclear 
to you. 

3. Say the name a few times to yourself during the conversation. 

4. Repeat the name upon l^ng. 

- "Again Mr. Smith, it a pleasure meeting you." 

5. Repeat the name minutes after the meeting with the intention of 
remembering it 

6. Associate the name with the tq^k) of discussion, person who introduced 
you, place of meeting and their appearance. 

7. Remember tiiat attention and concentration are the main factors tiiat 
will enable you to remember a person's name and face. 
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THIRTEEN CONVERSATiONAL TECHNiQUES FOR BUSINESS 



1 . You shoukJ be welHnfofm^ and ^Ik on a broad range of subjects. 
-Do rK>t only sp^ submit ar^ in which you ^^edalize; sudi topics 

bore your guest and 1^ to your nriono{K>lizing the conversation. 

2. Show interest in other's (mission. 

-AsIc questicms and show com^ towards tiieir job. Inquire about 
changing comfitions in their field. 

3. Ke^id^^^c^tfrenta^nev^intiiev^d. 

-Th^ will only toiefit but it wifl also be a topic others 
kmvn about and ttierefore a possible oHiversation topic. 

4. Be able to nnalce a subject change when necessary. 

-Learn to detect tc^sics which bother the other and be able to have a 
'^afe" topic amiable. 

5. Adjust to tfie pemon lo whom you are speaking. 

-Adjust the conver^tlon for a mutual understanding. Avoid 
prof essbnal ^on whbh couki offend or exclude the other. 

6. Make statements based on knowl^ge and experience, not (X}njecture. 
-Never e}^ggerate your knowledge or lac^ of understanding of the 
subject Ask quembns I 

7. When conversing, ^xk tire pmson sti^ht in ttie eye. 

-This retime per^nal confkJence, interest in the subject, and respect 
towards others 

8. Congratulate others on their a(XK)mplishments. 

-This includes both personal and professional achievements and 
promotes team spirit. 

9. Do not interupt 

10. Accept compUments gracefully. 

-Never refuse a cx»Ttpiiment or deny that it Is true. Express gratitude. 

1 1 . Make all compliment sincere. 

1 2. Know when and how to talk about non-business subjects. 

1 3. Address everyone within the group. 

-Glance at each person when you talk. Do not discuss something 
that many of the people will not undersUind. 
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SEVEN TOPICS THAT SHO ULD NOT BE DISCUSSED 

1. Other peq>le'$ healtti. 

2. Controv^siai sul^ects. 

3. Cost of personal belongings. 

4. Personal misfortunes. 

5. Subject that ha\^ been exhaused. 

6. Stories of questionable taste. 

7. Gossip of any kind. 



FIVE WAYS TO USE BODY LANGUAGE TO YOUR ADVANTAGE 



1. Shake hands with a stwiggr^). 

2. Sit attentively ; do not slunrtp. 

3. Look at the person at all times. Donottookatthesunroundings. 

4. When you want to make a point, sit up slight and appear more Intent. 

5. Keep your hands and legs from fidgeting. Do not drum, tap, dick pen, 
etc... . 



NINE SUGGESTIONS FOR GIVING INSTRUCTIONS 

1 . Give Instructions, not commands. 

2. Tailor your instructions to whom you are speaking. 

3. Keep Insmjctions at the receiver's level of understanding. 

4. Be^dfk^. 

5. Use examples or demonstratbns to reinforce the instructions given. 

6. Explain why you are giving the Instmctlons. 

7. Listen attentively to tfie receiver's questions. 

8. Give fee(&ad(. 

9. Ask the recover to repeat instaictions. 
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g^.?>*l^™gP^ DIFFUSE CONFLICT AND MAINTAIN 
GOCiO RAPPORT 

1. Resolve the conflict while in a calm State. Search for ^lutions and not a 
per^n on whom to plac^ tfie blame. 

2. iMk beyond tiie words to ttie context to obtain the true message. 

3. In r^Mng conflict, one must recxjgnize each particlpanrs position. You 
must realize that there is more ttian one opinion and each one has its 
own valor. 

4. Solutions should be a compromise. 



NINE WAYS TO COPE WITH T ENSION AT WORK 

1. Take some time for yourself. 

-Break away fro"^ ±c Vturkplace for any period of time. Use the time 
regroup your thoughts. 

2. Take a deep bre^ . 

-This can be done at any time. Usually counting to ten helps <^m the 
nerves. 

3. Rnd a friend. 

-Meet someone who works in the office with your sense of humor. 
When feeling stressed, find them and have a good laugh. 

4. Stay in control. 

-Always keep the upper hand on the situation. 

5. Do not allow small problems to get you down. 
-Focus your energy. 

6. Accentuate the positive. 

-Do not fcK^iS on failurSp but rather concentrate on something your did 
well and the feelings Involve. 

7. A positive attitude yielcis positive performance. 

8. Do not ^ke on more tftan you can handle. 

'Lmm to say "no" to additkmal work If you know it is an overload. 

9. Let off steam. 

-Letting yourself loose o^ntrol may be an eff ec^e way to cope with 
stiBSS. However, make sure you do it alone and never in front of your 
boss or co-workers. 
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gGHTEEN APPROPIATE BEHAVIORS FOR ATTENDING A 
MEETING 



1. Dre^ a)nservativeiy. 

2. Arrive time. 

-If possible, arrive seveiBl minutes before ttie sdieduled time. 

3. IntrcKluce yourseif in a friendly nrmnner. 

-Hand out busing canis and tell a little about your company and 
yourself. This will he^ you get better aquanted with those not from 
your company. 

4. If a newcomber, do not take a s^t until someone motions for you to sit. 

5. Always remember that the seat on tiie right or the left of the diairman is 
usually reserved for honored guests or a high ranking partner. 

6. If the meeting is delayed be oonversattonal to those at your skies. 
-Di^uss current events or topics which will be discussed in the 

meeting. 

7. Arrive prepared for the meeting witii all your infomiatfon organiz3d. 

8. Carefully prepare your presentation. 

-Rehearse your remarks, prepare for possible questions, and ched< all 
necessary equiptment prior to the mating. 

9. Take careful notes of tiie discussion and criticisms made. 

1 0. Remain alert and look interested tiiroughout tiie meeting. 

1 1 . Resist the temptation to monopolize tfie proceedings. 

1 2. Avoki intemjpting whomever is speaking. 

-Make a note of your question and ask when they are finished. 

1 3. Ask for clarifi(^tion of unclear pointe. 

1 4. Be relaxed and show positive emotions. 

-Do not be violent or rude if you disagree witti a member of the 
meeting. 

1 5. Use ttie editorial "we" instead of "I" when talking to a group. 

16. Think before you speai<. 

-Do not present comments in a sloppy or disorganized manner. Also, 
keep tiie poin:3 retavent to the subject. 

17. Never drink any beverage from tiie or contalnter; always use a 
glass. 

1 8. Quietiy ttiank the chaimian as he or she leaves tiie room at the end of 
tiie meeting. 

1 9. Later, o^ngratulate anyone who spoke well in tiie meeting. 
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TEN WAYS TO ENSURE A RAISg 

1. Time your request to coindde with an accomplishment 

-For example, after comj^deting a major project or dosing a major 
business deal would be an opportune time to request a raise. 

2. FlndoutlfyourcofTq|)anylslnafinandatpositi(^togiv6^^ 
-Che(^ sales and stodc market 

3. Rnd out if the amount you are asking for is ai^mpriate for your position. 
-Consult "The Oanip^nal Outlook HandtK>ok." 

4. Use this Infbrmatton (2 and 3) to support your argument for a raise and 
be pre^^u^ to tell your boss where ^e Intormatlon obtained. 

5. Before asking for a raise, think of ttie reasons your tK^^ may give for 
denying you the raise and have a counter-argument prepared. 

6. It you believe that you do not deserve a raise rfter speaking with your 
bo^. do not continue to Insist 

7. Prepare a statement about how your receiving a raise will benefit the 
company. 

8. Explain that a mise will enhance your motivatk)n to work harder. 

9. Make a list of ail your cun-ent duties and responsibilities, and take this list 
to your meeting. 

1 0. Do not threaten to resign unless you are prepared to do so. It is advised 
that you do not resign without an alternative job. 



FOUR STEPS TO SETTING UP A NETWORK 

1. Establish a contact base. 

2. Expand your contact base. 

3. Find £md use refen^is. 

4. Foltowup. 



SIX SVQeESTIQNS TQ MOVE UP PY NETW0RKIN6 gIPEWAYS 

1 . Meet new p^ple beyond your circle of friends. 

2. Make tiie most of short encounter with others. 

3. Plan a publk; meeting. 

4. Be helpful. 

5. Keep inform^ of unofficial news in the organization. 

6. Look for problems in communication and determine solutions. 

10 
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FOUR WAYS TO ESTABLISH A CONTACT BASE 



1 . Start with people witti whom you are comfortable - business associates 
or friends. 

2. Base y<Hir approi^ d^ndlng on how well you know the person. 

3. Be frank regarding your shortconw'ngs. You do not want to be refen-ed to 
jote ttiat are not suited for you. 

4. Remember that you want information about jobs. Do not ask for a job. 



NINE TACTICS TO EXPAND Y OUR CONTACT BASE 



1. Join as^clatlons and professional groups. 

2. Find out If the association has a membership list of names and 
organizations. 

3. Join your college alumni group. 

-Su<x)essful alumni enjoy helping people from their university. 

4. Enroll in night da^^, hobby groups, etc. . . . 

5. Gather where company emptoyees go for lunch or after work. 

6. Become a volunteer for a diarity in which your perspective company 
supports. 

7. Work as a temporary . 

-This will enable you to work for ta^et companies and make contacts. 

8. Focus your aims and request. 

-Be spedfic witii each contact and schedule appointments. 

9. Strive for a concrete result from each meeting. 
-Get specific leads. 
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SEVEN WAYS TO OBTAIN AND USE REi=ERRAI S 



1 . Kedp trade of an contact pm)ple on 3x5 <^s which list ttie o^ntacf s 
name and nurrttw, when you m^, and the information that was given. 

2. Be GOscriminatlng. 

-Narrow down your iist of <arCls to ttiose who wit! help you the most. 

3. Follow tiirough promptly when contacting your refenal. 

4. The time to is ^rly In tfie moming in tiie middle of the week. 

5. Do not call Monday or Friday, during lunch hour, or late In tiie aftemoon. 

6. The purpose of your call is to Introduce yourself. 
-Save the small talk for the meeting. 

7. Identify the person who referred you early in ttie conversation. 



^IX WAYS TO FOLLOW UP ON YOUR MEETING 



. Keep in touch witii the ref enral and remind them tiiat you are Interested. 
I. Set-up a concrete reason to get bade to your refen^l. 

3. ^endattiank-younote. 

4. Let tiiem know how you are utilizing their ideas. 

5. Ask the person who referred you for ^me feedback. 

6. Share with them any infomiation you learned. 
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SUMMARY 



We believe reading and fotiowing tiiese lists will improve your 
(X)mmunication skills and make you more effective in your first years of 
business. We are a)nvin(^ tliat the time you spent reading ^Is manual 
will prove beneficial. Keep using ^Is tKK)klet for your ticket to success. 

The flight atlendante wish to thank you for flying Flight to Success and they 
hope you have enjoyed the journey. 
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